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Crossgrade a Position 

AGENCY  
COMPLETES 
CROSSGRADE 
TRANSACTION

AASIS
ROLE

AGENCY  ORG & COMP 
SPECIALIST
NOTIFIES AGENCY 
PERSONNEL MANAGEMENT 
UPON COMPLETING 
POSITION CROSSGRADE

Agency Org & Comp 
Specialist

ZPAOS1

Agency Org & Comp 
Specialist

AGENCY 
DETERMINES 
NEED TO 
CROSSGRADE 
POSITION 

IMPORTANT:  All extra-help positions MUST be crossgraded in AASIS 
before the Personnel Administration action can be processed in the 
system.  The crossgrade transactions attaches a legitimate job code to 
the position.  If the extra-help position is not crossgraded before the PA 
action is processed, the employee will not be paid appropriately.
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Downgrade a Position 

AGENCY  
COMPLETES 
DOWNGRADE 
TRANSACTION

AASIS
ROLE

AGENCY  ORG & COMP 
SPECIALIST
NOTIFIES AGENCY 
PERSONNEL MANAGEMENT 
UPON COMPLETING 
POSITION DOWNGRADE

Agency Org & Comp 
Specialist

ZPAOS1

Agency Org & Comp 
Specialist

AGENCY 
DETERMINES 
NEED TO 
DOWNGRADE 
POSITION 
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Restoration of a Position 

AGENCY  
COMPLETES 
RESTORATION 
TRANSACTION

AASIS
ROLE

AGENCY  ORG & COMP 
SPECIALIST
NOTIFIES AGENCY 
PERSONNEL MANAGEMENT 
UPON COMPLETING 
POSITION RESTORATION

Agency Org & Comp 
Specialist

ZPAOS1

Agency Org & Comp 
Specialist

AGENCY 
DETERMINES 
NEED TO RESTORE 
POSITION 



4-5

AASIS Support Center, Diane Jolley, 
06/24/03 Revised to V2

4-5

An AASIS Training Guide HRORG – Organizational Management

Steps to identify a Crossgrade, Downgrade or 
Restoration

Step 1:  To identify what job code the position is currently being 
used as, view the overview for the Object infotype.

The position is 
currently being used 
as this job code. 

This line item reflects 
the most current Object 
record for the position. 

To view the overview for the Object infotype, follow the steps listed 
below:

1. Enter PO13 in the command field and press enter;
2. Select the Object infotype; and
3. Click on ‘Maintain overview’.
4. View the Position field for job code and job name information.
5. View the line item with the ‘End date’ of 12/31/9999.  This will

be the most current record.

Continued on the next page
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Steps to identify a Crossgrade, Downgrade or 
Restoration

Step 2:  To identify what the position’s authorized job code is, display the 
Relationship infotype.   

This code is the 
authorized 
position’s job code. 

The position is 
currently being used 
as this job code. 

This code is the 
authorized position’s 
job code. 

The position is 
currently being used 
as this job code. 

To display the Relationships infotype, follow the steps listed below:
1. Enter PO13 in the command field and press enter;
2. Select the Relationships infotype;
3. Click on ‘Maintain overview’; and
4. View the line item reflecting “C” (for job) in the ‘Rel’d object type’ 

column and reflecting 12/31/9999 in the ‘End date’ column.  This
will be the most current record.

5. Select the current line item;
6. Click on ‘Choose’.
7. View the ‘Position’ field for job code and job name.  
8. View the ‘Abbreviation’ field for the authorized job code.
9. To determine the pay grade for the authorized position, go to OPM 

C&C’s website at: http://www.state.ar.us/dfa/opm/jobs/  Refer to 
the Troubleshooting Note #1 located at the end of chapter 3.

Continued on the next page
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Steps to identify a Crossgrade, Downgrade or 
Restoration

Step 3:  To identify the current job code’s pay grade and hourly pay range information, 
display the Planned Compensation infotype.

The position is 
currently being used 
as this job code. 

The job code is currently at 
this pay grade. 

This is the job code’s 
current hourly pay range.

The job code is currently 
approved at this pay grade area. 

To display the Planned Compensation infotype, follow the steps listed below:
1. Enter PO13 in the command field and press enter;
2. Select the Planned Compensation infotype; and
3. Click on ‘Display’.
4. View the most current ‘Validity’ record with ’12/31/9999’ in the ‘To’ field.
5. View the ‘Position’ field for job code and job name.
6. View the ‘Pay grade area’ field – If an “01” State of Arkansas is reflected, 

then the position was crossgraded, downgraded or restored. Go to the next 
step.  If an “02” Special Admin is reflected, and the Relationship infotype
reflects the same job code and name; then the position was approved by 
OPM/Class& Comp for Special Administration.  

7. View the ‘Pay grade’ field to determine the current job’s grade.
8. View the Relationship infotype as instructed on the previous page.  If the 

authorized job code’s pay grade is the same as current job code’s pay grade, 
then the position was crossgraded.  For authorized extra-help position job 
code “9999”, the current job code’s pay grade will be different when 
crossgraded.

Continued on the next page
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Steps to identify a Crossgrade, Downgrade or 
Restoration

Step 3:  To identify the current job code’s pay grade and hourly pay range information, 
display the Planned Compensation infotype.

The position is 
currently being used 
as this job code. 

The job code is currently at 
this pay grade. 

This is the job code’s 
current hourly pay range.

The job code is currently 
approved at this pay grade area. 

To display the Planned Compensation infotype, follow the steps listed 
below, continued:

8. If the authorized job code’s pay grade is higher than current 
job code’s pay grade, then the position was downgraded.

9. If the authorized job code’s pay grade and name are the same 
as the current job code’s pay grade and name, then the 
position was restored. 

10. For more information about crossgrade, downgrade or 
restoration of a position, please refer to the next few pages.



4-9

AASIS Support Center, Diane Jolley, 
06/24/03 Revised to V2

4-9

An AASIS Training Guide HRORG – Organizational Management

Crossgraded Position 
To verify what the position is currently being used as, display the 
Object infotype.

The record above reflects that the position is currently being used as job 
code K155. 

Prior to 4-24-03, job history was deleted if the effective date used for 
the crossgrade transaction was the same date the position was created 
or a date before the position was created.



4-10

AASIS Support Center, Diane Jolley, 
06/24/03 Revised to V2

4-10

An AASIS Training Guide HRORG – Organizational Management

Crossgraded Position
To identify the job code, pay grade, and hourly pay range information for a crossgraded
position, display the Relationships infotype and the Planned Compensation infotype. 

This code is the 
authorized 
position’s job code. 

The position is 
currently being used 
as this job code. 

The position is 
currently being used 
as this job code. 

This is the job 
code’s current 
hourly pay range.

The job code is 
currently at this pay 
grade. 

The job code is currently approved 
at this pay grade area. 

The above example reflects a position that has been crossgraded. The 
Relationships infotype for object “Job” reflects the authorized job code 9999 as 
shown in the ‘Abbreviation’ field.   
The Planned Compensation infotype reflects the minimum and maximum grade 
level (hourly rate range) effective 7/01/01, for the crossgraded position job code 
K155.

To verify pay grade or job code information, please refer to the Troubleshooting 
Note #1, located at the end of chapter 3.
REMEMBER:  All extra-help positions MUST be crossgraded in AASIS before the 
Personnel Administration action can be processed correctly in the system. 
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Crossgraded Position 
To identify job code and hourly pay range information, view the overview for 
Relationships infotype and Planned Compensation infotype.

This code is the 
position’s authorized 
job code. 

The position is 
currently being used 
as this job code. The position is 

currently being used 
as this job code. 

This is the job 
code’s current 
hourly pay range.

The above example shows the overview of the Relationship infotype and 
Planned Compensation infotype. This is just another way to view the 
downgraded position information.  
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Downgraded Position 
To verify what the position is currently being used as, display the 
Object infotype.

The record above reflects that the position is currently being used as job 
code K025.

Prior to 4-24-03, job history was deleted if the effective date used for 
the downgrade transaction was the same date the position was created 
or a date before the position was created.
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Downgraded Position 
To identify job code, pay grade, and hourly pay range information for a downgraded 
position, display the Relationships infotype and the Planned Compensation infotype.

This code is the 
authorized 
position’s job code. 

The position is 
currently being used 
as this job code. 

The position is 
currently being used 
as this job code. 

This is the job code’s 
current hourly pay range.

The job code is 
currently at this pay 
grade. 

The job code is currently approved 
at this pay grade area. 

The above example reflects a position that has been downgraded. The 
Relationships infotype for object “Job” reflects the authorized job code 
K024 as shown in the ‘Abbreviation’ field.  The position is being used as 
K025 as shown in the ‘Position’ field.  This position was authorized as 
K024 (grade 13) and later downgraded to K025 (grade 11). 
The Planned Compensation infotype reflects the minimum and 
maximum grade level (hourly rate range) effective 5/11/03, for the 
downgraded position job code K025.
To verify the grade and salary range information for job codes, refer to 
the Troubleshooting Note #1 located at the end of chapter 3.
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Downgraded Position 
To identify job code and hourly pay range information, view the overview for 
Relationships infotype and Planned Compensation infotype.

This code is the 
authorized position’s 
job code. 

The position is 
currently being used 
as this job code. The position is 

currently being used 
as this job code. 

This is the job 
code’s current 
hourly pay range.

The above example shows the overview of the Relationship infotype and 
Planned Compensation infotype. This is just another way to view the 
downgraded position information.  
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Restored Position 
To verify what the position is currently being used as, display the 
Object infotype.

The record above reflects that the position is currently being used as job 
code M023.

Prior to 4-24-03, job history was deleted if the effective date used for 
the restored transaction was the same date the position was created or a 
date before the position was created.
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Restored Position 
To identify job code, pay grade, and hourly pay range information for a restored 
position, display the Relationships infotype and the Planned Compensation infotype.

This code is the  
position’s authorized 
job code.

The position is 
currently being used 
as this job code. 

The position is 
currently being used 
as this job code. 

This is the job 
code’s current 
hourly pay range.

The job code is 
currently at this pay 
grade. 

The job code is currently approved 
at this pay grade area. 

The above example reflects a position that has been restored. The 
Relationships infotype for object “Job” reflects the authorized job code 
M023 as shown in the ‘Abbreviation’ field.   
The Planned Compensation infotype reflects the minimum and 
maximum grade level (hourly rate range) effective 5/11/03, for the 
restored position job code M023.
To verify the grade and salary range information for job codes, refer to 
the Troubleshooting Note #1 located at the end of chapter 3.
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Restored Position 
To identify job code and hourly pay range information, view the overview for 
Relationships infotype and Planned Compensation infotype.

This code is the 
authorized position’s 
job code. 

The position is 
currently being used 
as this job code. The position is 

currently being used 
as this job code. 

This is the job 
code’s current 
hourly pay range.

The above example shows the overview of the Relationship infotype and 
Planned Compensation infotype. This is just another way to view the 
restored position information.  
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Exercise Scenario #9
• You have received a request to crossgrade a position for 

one of your agency’s employees.  The position is a grade 
18.  Process the request.
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Demonstration 
Perform a Crossgrade on a Position

Special Transactions & Reports (State of Arkansas) > 
Human Resources > Organizational Management > 
ZPAOS1 – Crossgrade/Downgrade

IMPORTANT:  All extra-help positions MUST be crossgraded in AASIS 
before the Personnel Administration action can be processed in the 
system.  The crossgrade transactions attaches a legitimate job code to 
the position.  If the extra-help position is not crossgraded before the PA 
action is processed, the employee will not be paid appropriately.
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1. Follow the menu path and 
double click on ZPAOS1-
Crossgrade/Downgrade or 
enter transaction code 
ZPAOS1 in the command 
field and press enter.
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2.  Select Update.

3.  Enter the position number.

4.  Enter the new job code.
5.  Enter the 
effective date for 
the crossgrade.

Effective 4-24-03, the edit shown below will appear if the effective date 
used for the crossgrade, downgrade, or restored transaction is the same 
date or any date prior to the date that the position was created.
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6.  Verify that the 
record updated 
and scroll down 
to the bottom of 
the screen (go to 
the next step).
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7.  Verify that the 
crossgrade was 
assigned correctly.

The POS ID column reflects the position number that was crossgraded.
The Job ID column reflects a system generated eight-digit number for the 
authorized job code.
The New Job ID column reflects a system generated eight-digit number 
for the crossgraded job code.
The EFF DT column reflects the effective date of the crossgrade.
The SHORT column reflects the crossgraded job code.
The STEXT column reflects the crossgraded position’s new title.

Continued on next page
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8.  Key /nPO13 
and press enter.

The TYPE (pay grade type) column reflects ’01’ State of Arkansas or ’02’
Special Admin Area
The ARE (pay grade area) column reflects ’01’ Classified, ’02’ Non-
Classified, or ’03’ Extra Help
The GRADE (pay grade) column reflects the positions grade.  For a 
crossgraded position, the grade will be the same.
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9.  Notice that the 
Planned Compensation 
infoytpe now exist.  
Select this infotype.

10.  Click Maintain 
overview.
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11.  Verify the 
crossgraded
information.  Select 
the line item for the 
crossgrade.

12.  Click Choose.
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13.  View the information reflected.    
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Exercise Scenario #10
• You have received a request to downgrade a position for 

one of your agency’s employees.  The position is a grade 
22 and needs to be downgraded to a grade 19.  Process 
the request.
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Demonstration 
Perform a Downgrade on a Position

Special Transactions & Reports (State of Arkansas) > 
Human Resources > Organizational Management > 
ZPAOS1 – Crossgrade/Downgrade
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1. Follow the menu path and 
double click on ZPAOS1-
Crossgrade/Downgrade or 
enter transaction code 
ZPAOS1 in the command 
field and press enter.
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2.  Select Update.

3.  Enter the position number.

4.  Enter the new job code.
5.  Enter the 
effective date for 
the downgrade.

Effective 4-24-03, the edit shown below will appear if the effective date 
used for the crossgrade, downgrade, or restored transaction was the 
same date or any date prior to the date that the position was created.
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6.  Verify that the 
record updated 
and scroll down 
to the bottom of 
the screen (go to 
the next step).
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7.  Verify that the 
downgrade was 
made correctly.

The POS ID column reflects the position number that was downgraded.
The Job ID column reflects a system generated eight-digit number for the 
authorized job code.
The New Job ID column reflects a system generated eight-digit number 
for the downgraded job code.
The EFF DT column reflects the effective date of the downgrade.
The SHORT column reflects the downgraded job code.
The STEXT column reflects the downgraded position’s new title.

Continued on next page
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8.  Key /nPO13 
and press enter.

The TYPE (pay grade type) column reflects ’01’ State of Arkansas or ’02’
Special Admin Area
The ARE (pay grade area) column reflects ’01’ Classified, ’02’ Non-Classified, 
or ’03’ Extra Help
The GRADE (pay grade) column reflects the position’s grade 
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9.  Notice that the 
Planned Compensation 
infoytpe now exist.  
Select this infotype.

10.  Click Maintain 
overview.
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11.  Verify the 
downgraded 
information.  Select 
the line item for the 
downgrade.

12.  Click Choose.
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13.  View the information reflected.    
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Exercise Scenario #11
• You have received a request to restore a position for one 

of your agency’s employees.  The position is a grade 20.  
Process the request.
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Demonstration 
Perform a Restoration on a Position

Special Transactions & Reports (State of Arkansas) > 
Human Resources > Organizational Management > 
ZPAOS1 – Crossgrade/Downgrade
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1. Follow the menu path and 
double click on ZPAOS1-
Crossgrade/Downgrade or 
enter transaction code 
ZPAOS1 in the command 
field and press enter.

Note:  The same transaction code ZPAOS1 is used to crossgrade, 
downgrade or restore a position.
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2.  Select Update.

3.  Enter the position number.

4.  Enter the new job code.

5.  Enter the 
effective date for 
the restoration.

Effective 4-24-03, the edit shown below will appear if the effective date 
used for the crossgrade, downgrade, or restored transaction was the 
same date or any date prior to the date that the position was created.
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6.  Verify that the 
record updated 
and scroll down 
to the bottom of 
the screen (go to 
the next step).
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7.  Verify that the 
restoration was 
executed correctly.

The POS ID column reflects the position number that was downgraded.
The Job ID column reflects a system generated eight-digit number for the 
authorized job code.
The New Job ID column reflects a system generated eight-digit number 
for the downgraded job code.
The EFF DT column reflects the effective date of the downgrade.
The SHORT column reflects the downgraded job code.
The STEXT column reflects the downgraded position’s new title.

Continued on next page
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8.  Key /nPO13 
and press enter.

The TYPE (pay grade type) column reflects ’01’ State of Arkansas or ’02’ Special 
Admin Area
The ARE (pay grade area) column reflects ’01’ Classified, ’02’ Non-Classified, or 
’03’ Extra Help
The GRADE (pay grade) column reflects the position’s grade 
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9.  Enter ‘01/01/1900’
and select ‘All’.10. Select the Planned 

Compensation infotype.

11.  Click Maintain overview.
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12.  Verify the 
restored position 
information.  Select 
the line item for the 
restoration.

13.  Click Choose.
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14.  View the information reflected.    
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Questions and Answers


